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GATEWAY HOW TO: MONTHLY AND 
ANNUAL UPLOADS

2023 Newly Elected Recorder Training

STATE EXAMINER 
DIRECTIVE 2018-1 

AMENDED
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GETTING 
STARTED

 Access:
 Email Gateway@sboa.in.gov
 Name
 Position Elected & Unit Name
 1st Day of Term
 Outgoing Officials Name
 Outgoing Officials Email (If 

known)
 Outgoing Officials last Day of 

Term

LOGIN
https://gateway.ifionline.org/default.aspx
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LOGIN CONTINUED…

FORGOT YOUR PASSWORD?

 If you forgot your password, you can
use the “Forgot your password?” link.  
All you will need is your Username 
(email address) to reset it your self. 

 Once you reset your password you will 
receive an email from 
ibrctech@iupui.edu with your new 
password. 
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USER GUIDE
User Guide Link: 
https://gateway.ifionline.org/userguid
es/engagementguide
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UPLOADING

SELECT MONTHLY AND ANNUAL 
ENGAGEMENT UPLOADS
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SELECT UNIT AND YEAR

REQUIRED 
MONTHLY 
UPLOADS

Bank Reconcilements
 A document that shows how you balanced the 

bank statement balance to your ledger 
balance. 

Bank Statements
 A document you receive from the bank each 

month showing the beginning balance, each 
deposit, each check cleared, other activity, 
and ending balance.

Outstanding Check Lists
 A list of checks written but have not cleared 

the bank. 
Cash Balance Report

 Form 3 – Recorder’s Fee and Cash Book
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REQUIRED 
ANNUAL 
UPLOADS

No Annual upload is required for the Recorder

TO UPLOAD A DOCUMENT

 SELECT UPLOAD GROUP – MONTH OR ANNUAL
 SELECT FILE TYPE – TYPE OF FILE YOU ARE UPLOADING
 CHOOSE FILE – FIND FILE YOU WANT TO UPLOAD ON YOUR COMPUTER
 SUBMIT – SUBMIT FILE YOU WISH TO UPLOAD
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UPLOADED 
FILE STATUS
 Red X if files are not uploaded

 Green check mark if files have 
been uploaded

 File Name
 Date Uploaded
 Who uploaded the 

document

 You can download the document 
or view it from the screen

 You can also delete the file by 
hitting the circle with a red x, if you 
have uploaded the incorrect file

SUBMISSION 
DEADLINES

 January monthly files – March 15th
 February monthly files – April 15th
 March monthly files – May 15th
 April monthly files – June 15th
 May monthly files – July 15th
 June monthly files– August 15th
 July monthly files– September 15th
 August monthly files– October 15th
 September monthly files– November 15th
 October monthly files– December 15th
 November monthly files– January 15th
 December monthly files– February 15th
 Annual files - March 1st for all other units
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DIRECT REQUEST

WHAT IS A 
DIRECT 

REQUEST

 Any documents that you must upload in 
addition to the Monthly and Annual Uploads 
are called Direct Request Uploads.

 You will receive an email requesting the 
document to upload.  

 This would occur during the audit process.
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DIRECT REQUEST EMAIL

CONFLICT OF INTEREST 
DISCLOSURE
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SELECT CONFLICT OF INTEREST 
DISCLOSURE

CONFLICT OF INTEREST DISCLOSURE

 Anyone with a username and password can 
upload a Conflict of Interest Disclosure

 Uniform Conflict of Interest Disclosure 
Statement –

 Complete the Upload Disclosure Form
 Name of person filing the disclosure
 Email address of person filing the 

disclosure
 Government Entity

 County 
 Unit Type
 Unit Name

 Upload PDF
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CONTACT STATE 
BOARD OF 
ACCOUNTS

Lori Rogers, Ricci Hofherr, and 
Staci Byrns

Email:  Counties@sboa.in.gov

Phone:  (317) 232-2512
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